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The Sheppard-Worlock Library
Archives & Special Collections
Reprographics Services Request Form
Reproduction processes which could damage the original will not be undertaken, as stipulated in the A&SC Preservation Policy. Readers are encouraged to use self-service digital photography whenever possible.
Declaration
Please complete and sign the following:
Name (please print):	
Name of Institution/Organisation:	
Address:	
Postcode:	
Email address:	


Do you intend to publish this material in any way? 	Yes  		No  	
If yes, please request a Reproduction Licensing Request form to complete, abiding by the relevant copyright restrictions.  
I declare that:  
· I have not previously been supplied with a copy of the same material by you or by any other body
· I will not use the copy except for research or private study and will not supply a copy of it to a third party
· To the best of my knowledge the copyright owner has not prohibited copying the work
· I understand that if the declaration is false, the copy supplied to me by you will be an infringing copy and I will be liable for infringement of copyright as if I had made the copy myself. 
  
Signature*:______________________________________________  Date: ______________________ 
 * This must be the personal signature of the person making the request. A stamped or typed signature is NOT acceptable. 

Data Protection: We will use the information in this form to process your request to re-use or publish material from Archives & Special Collections. The form and information within it will be retained for six years in line with current legislation and professional standards. Your information is held securely and is only accessible by members of Liverpool Hope University staff.  




Details of request 

	Price List

	File Type
	Per image/sheet

	Digital Image as PDF 300dpi (suitable for private research; multiple images are provided as one file as default) *
	£1 per image

	Digital Image as TIF/JPG 300dpi *
	£2 per image

	Digital Image as TIF/JPG 600dpi (suitable for publishing) *
	£3 per image

	Photocopies (only for material suitable for copying via photocopier, e.g. unbound, A4 paper)
	20p per sheet (up to 50 sheets) 
35p per sheet (51-100 sheets)

	Microfilm Images (provided as a 200dpi PDF file)**
	£1 per image


* Photography undertaken by in-house reprographics service. Images can be uploaded to file sharing website for no additional charge.  
** Self-service digital copies of microfilm are also available for visits in person and are free of charge.  
Other services (e.g. large format reproductions) can be undertaken by request, please contact us.

	Reference
	Description of document/image and/or page numbers
	File type
	Cost

	
	
	
	

	HANDLING CHARGE (applicable to all email, phone & postal requests)
	£5

	[bookmark: _GoBack]ORDER TOTAL
	£

	DEPARTMENTAL USE ONLY

	DATE ORDER COMPLETED:

	DATE PAYMENT RECEIVED:
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